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JIOIKHOCTHASI HHCTPYKUMS CeKpeTaps

I'bOY «COILINe17 c.n.Bepxuue Agyaayku»

1. O01ue moJ10KeHu s

1.1. Hacrosimas goymkHOCTHas MHCTpyKiws (nanee - JIN) npennasHadeHa [uist pabOTHHUKOB,
3aHUMAIOIIKX JODKHOCTE Cekperaps (nanee - pabOTHUK).

1.2. 1N pazpaborana Ha ocHOBe npukaza Muntpyaa Poccuu ot 15.06.2020 Ne 3331 «O0
yTBepXkIeHn! podeccronanbHoro cragaapra «Crnennanrict o OpraHu3aliioHHOMY U
JOKYMEHTAIHOHHOMY OOECIICUCHHUIO YIIPABJICHHSI OpraHU3alueii», ITaTHOTO PACIHCAHKS U
crpykrypbl COILINe17.

1.3. Pa6otHuk noguunsiercs aupexkropy COILINel7 c.m.Bepxuue Auamyku»

1.4. TlpaBa u oOume 00s3aHHOCTH paOOTHHUKA OTpenesoTes TpynoBeiM KonekcoMm PO u
MHBIMU HOPMaTHUBHBIMH IIPABOBBIMU aKTaMH B cepe TpyloBbIX oTHOIIeHuH, [IpaBunamu
BHYTPEHHETO TPYJOBOTO PACIOPSIIKA, HHBIMH JIOKaJIbHBIMH HOPMAaTHBHBIMH aKTaMHU
COIIINel7 (manee — B TOM YHCIIE «OPTaHU3AIHSIY).

1.5. PaGoTHUK, B COOTBETCTBHH C 3aKOHOAATENbCTBOM P®D, MOKeT OBITh OJBEPIHYT
JUCLUIIIIMHAPHOW, MaTepUalbHOM, aIMUHUCTPATUBHOM, I'PAXKIAHCKO-TIPABOBOU M YTOJIOBHOM
OTBETCTBEHHOCTH.

1.6. 1N sBisieTcst MPUIIOKEHUEM K TPYIOBOMY JIOTOBOPY C paOOTHHUKOM TP YCIIOBHH, YTO B
TPYZOBOM JOTOBOPE MPSIMO Ha 3TO YKa3aHO.

2. TpeGoBanus K KBaJdupuKanun

2.1. Ha momKHOCTB CeKpeTapsi pyKOBOJIUTENSI IPHHUMAETCS JIMII0, UMEIOIIee BICIIee
oOpa3oBaHue — OakanaBpuar no crnenuaibHocTsM 7.46.03.02 JlokymeHTOBeieHUE U
apxuBoBezieHne u 7.46.02.01 JlokymeHTanmoHHOE 00eCTIeYeHHE yIpaBIeHUS 1
apXH1BOBEJICHHE

WIN
BhICIIEE 0Opa3oBaHue (HempoduibHOE) — OaKajaBpuar U JOMOTHUTEIBHOE

npodeccruonanbHOe 00pa30BaHUE MO JOMOIHUTEIbHBIM MTPO(ECCHOHATBHBIM ITPOTPAMMaM
po¢eCCHOHAIBHON MEPENOATOTOBKHU 110 TPODHITIO 1eITETHOCTH

[IHAS OBUIEOBPAOBATENBHAA WKONA



HIIN

cpenHee mpodeccuoHanbHOE 00pa30BaHNUE — MPOTPAMMBI ITOJITOTOBKH CIIEIIHATICTOB
cpeaHero 3BeHa 1o crenuansHocTsM 7.46.03.02 JlokymMeHTOBeAeHHE M apXUBOBEICHUE U
7.46.02.01 JlokymMeHTaIIMOHHOE 00ECTICUeHUE YIIPABICHHUS U apXHUBOBEICHHE

nimn

cpennee npodeccroHaabHOe 00pazoBanue (HEMPOPHIBLHOE) — MPOrPAMMBI ITOTOTOBKH
CIICI[ATIMCTOB CPEIHET0 3BEHA U JIOTIOJIHUTEIBHOE MPO(ECCHOHANIBHOE 00pa30BaHKE MO
JIOTIOTHUTEIBHBIM TIPO(ECCHOHATBHBIM MPOrpaMMaM MpoheCCHOHATBLHOMN MEPENnoAroOTOBKH
10 MPOQUITIO IEATEIBHOCTH.

2.2. TpeGoBaHUs K OIBITY MPAKTHYECKOW pabOTHI: HE MEHEE IBYX JIET BHIIIOJIHEHHS paboT 1Mo
OpPraHU3AIOHHOMY U JIOKYMEHTAIIHOHHOMY O0ECIICUCHUIO IS TEIILHOCTH PYKOBOIUTEIIS
OpraHu3aIK [P CPETHEM POPECCHOHATHPHOM 00pa30BaHHH.

2.3. Pa0oTHHK NOJDKEH 3HATH!

e cIHeU(pHUKY OCHOBHOM JI€ATEIbHOCTH OpraHU3ally,;

e OCHOBBI JMUHUCTPATUBHOI'O IIpaBa U TPYAOBOI'0 3aKOHOAATENbCTBA Poccuiickon
®enepanuy;

e PYKOBOJSLIMI COCTaB OPraHU3ALMU U €€ OAPa3AEICHHUIH;

e (DyHKIIMM cCaMOMEHEIKMEHTA,;

e TPUHUUIBI U IPAaBUJIA IUIAHUPOBAHUS pabo4Yero BpeMEHH;

e METO/bl IOCTAHOBKH LIEJIeH;

e TIpaBUJIA MPOBEICHUS JEIOBBIX IEPETOBOPOB;

e 0COOCHHOCTH O(OPMIICHUSI TUIAHUPOBIIHMKA (HA YIEKTPOHHOM U OyMasKHOM
HOCHTEJISIX);

e OCHOBBI YIIPaBJICHUS] BPEMEHEM;

e TeneOHHbIE KOHTAKThl PYKOBOAUTEIS,

e (yHKIMM, 3a7aUH, CTPYKTypa OpraHU3alllii, €€ CBSA3U M0 BEPTUKAIH U
TOpPU30HTAIIH,;

e TpaBUJIA B3aUMOJIEUCTBUS C TApTHEPAMHU, KIIMEHTAMH, CPEJICTBAMU MacCOBOM
uH(popMaIuy,

e TpaBUiA MOJAEPKAHUS U PA3BUTHUS MEKIMYHOCTHBIX OTHOILLIEHUI;

e TpaBUJIA MPOBEAEHHUS JEJIOBBIX IEPETOBOPOB;

e TpaBUJIA 3AIIUTHI KOHPHUIECHIUATBHON HH(OpMaLUY;

e TIOPSAAOK INOATOTOBKH U MIPOBEAEHUS KOMaHINPOBOK;

e TOPSAAOK 0OPMIICHHS IOKYMEHTOB JJI1 KOMaHAUPOBKU U OTYETHBIX JOKYMEHTOB
10 KOMaHJUPOBKE PYKOBOJUTEIS;

e JIEJTIOBOM MPOTOKOT,;

e 3THUKY JEJIOBOT0 OOLICHMS;

e TpaBUJIa OPTaHU3ALMU IPUEMA TOCETUTENEH;

e IIpaBHJIA JIEJIOBOTO OOIICHNUS,

e TIpaBUJIa PEUYEBOI0 ITHKETA,

e TpaBUJIA YCTAHOBJIEHUS KOHTAKTA, NOAIEPKAHUS U Pa3BUTHUS MEKIMYHOCTHBIX
OTHOIICHUH,

e CTPYKTYpY OpTraHU3alluM U pacnpesencHre GyHKIMA MeXTy CTPYKTYPHBIMH
MOJIpa3/eNIeHUsIMU U CHeIMaTUCTaMH;

e IIpaBHJIAa OpraHU3alMy IpUEMOB B oduce;

e O3THUKET U OCHOBBI MEKIYHAPOJHOTO MPOTOKOJIA;



NpaBuUJia CEPBUPOBKH YaitHOTo (KO(eitHoro) crona;

IIpaBUJIa IPUTOTOBIICHUS U OJAUU TOPSAYMX HAMMUTKOB U 3aKYCOK K HUM,;

MpaBmJIa 3alUTHl KOHQUACHIIMATEHOU CITyXKeOHOH MHpOopMaIny,
ob1mue TpeboBaHMs K CPOKaM MCIIOJIHEHHSI JOKYMEHTOB U KOHTPOJIbHBIM (DYHKLUSAM
CITY>KOBI IOKYMEHTAIIMOHHOTO 00eCTIeYeHus,

IPUHLUIIBL, CIIOCOOBI MHOOPMUPOBAHUS COTPYIHHUKOB;

YIIPaBIIEHYECKYIO CTPYKTYPY OpraHHU3allii, PyKOBOJICTBO OpraHU3aLnH, 00pa3Iibl
NOJNKMCEN PYKOBOASIIUX COTPYAHUKOB, KPYT UX MTOJHOMOUYUH U OTpaHUYEHUS 30H
UX OTBETCTBEHHOCTH;

JIOKaJIbHbIE HOPMATUBHBIE AKTHI OpraHU3ally;

TpeOOBaHUS OXpaHbl TPY/a, TPOU3BOJACTBEHHON CAaHUTAPUH, TPOTHBOIOKAPHOM
3alIUTHI;

OCHOBBI MPAaBHJIBHOM OpraHU3aLUU TPY/Ja U METO/bI IIOBBILICHUS €TI0
3 PeKTUBHOCTH;

OCHOBBI 3PTOHOMUKH ourca u HIOPUCTUKY,

CTaHJApPThl U PEKOMEHAALINH 110 000PYAOBaHHIO O(UCHBIX TOMEIICHUH;

COCTaB OPraHM3AIMOHHON TEXHUKH, €€ YCTPOHCTBO U MOPSAJOK pabOoThI ¢ HEM;

HPaBOBbIC OCHOBBI YIIPaBICHUs (OCHOBBI 8JIMHHUCTPATHBHOTO, TPYAOBOTO U
IpaXkIaHCKOTO TIPaBa);

HOpPMAaTHBHBIE [IPABOBBIE aKThl, HOPMAaTUBHO-METOANYECKHE JOKYMEHTHI,
rOCyJapCTBEHHBIE CTAHAAPTHI, ONPEACISIOMINE TTOPSIOK TOKYMEHTAIIMOHHOTO
o0ecrieyeHus yrpaBieHUs,

MpaBujIa JOKYMEHTAIMOHHOTO 00eCTIeueHHsI IeSITeIbHOCTH OpraHn3allui;

HOPSAA0K PAOOTHI C TOKYMEHTaMH;

TpeOOBaHUs, IPEABSIBISIEMbIE K JOKYMEHTaM B COOTBETCTBHH C HOPMAaTUBHBIMHU
IIPaBOBBIMHU aKTaMHU U FOCY1apCTBEHHBIMU CTaHAAPTAMHU,;

HpaBHJIa COCTABICHUS OPraHU3AIMOHHBIX JTOKYMEHTOB (IIOJI0KEHHH, HHCTPYKIIHIA,
pErJIaMeHTOB);

BUJIbI IOKYMEHTOB, UX Ha3HAuUCHHE;

OCHOBBI IOKyMEHTHOH JINHTBUCTHKH,

COBpPEMEHHbIe HH(POPMALIMOHHBIE TEXHOJIOTUH paboThl ¢ JOKYMEHTaMH

MOPSIOK PAOOTHI C TIOKYMEHTaMH, CXEMBI JIOKYMEHTO000POTa;

npaBuia paboThl ¢ BXOSAIMME, UCXOASIIMMU U BHYTPEHHUMH JOKYMEHTaMH,

MpaBUJIa OPTaHU3AINU KOHTPOJIS UCTIOTHEHUS IOKYMEHTOB U TUITOBBIE CPOKH
UCTIOJIHEHUS IOKyMEHTOB;

MIpaBHJIa COCTABJICHUS aHAJMTUYECKHUX CIIPABOK 10 OPTaHU3alUU pabOTHI C
JIOKYMEHTaMHU M KOHTPOJIIO UCTIOJIHEHUS IOKYMEHTOB,;

MpaBWJIa CO31aHUS U BeJIeHUs 0a3 TaHHBIX CIYy>KEOHBIX IOKYMEHTOB B
OpraHu3aluy,

CHCTEMBI DJIEKTPOHHOTO JIOKyMEHTO000pOTa,

CHCTEMBbI CKOPOCTHOT'O TUCHhMA,;

2.4. PabOTHHK JTOJDKEH YMETh!

YCTAHABIIMBATH LEJH, ONPEAEIIATh HEPAPXUIO LIETIEH;

OIpeIeNIATh IPUOPUTETHOCTh U 0UYEPETHOCTh BHIIOJIHEHUS PAOOT U 3 (HEKTUBHO
pacmpenensiaTb pabouee BpeMs;

OKa3bIBaTh MOMOIIb PYKOBOJUTEIIO B PaCIpeeNICHHH ero pabo4yero BpeMeHH,
BBIOMpATh ONTUMANIbHBIE CIIOCOOBI HHPOPMUPOBAHUS TAPTHEPOB, KIIMEHTOB,
MIOCETUTENEH, PYKOBOAUTENEH MOAPA3IEICHUN U COTPYIHUKOB O IJIAHUPYEMBIX
MEPOIPUITHSIX;

obecrieunBaTh HHPOPMALMOHHYIO 0€30MaCHOCTh AEATEIbHOCTH OPTaHU3aIIH;
BbIOMpATh ¥ OOPMIISTh MJIAHUPOBILIUK;



BHOCHUTP U OTCIICKUBATH HH)OPMALIUIO HA DIICKTPOHHOM /UM OyMaKHOM

HOCHUTEIE,;

paccTaBiIsATh IPUOPUTETHI, BBIACIATH BaAXKHOE U CPOYHOE;

BbIOMPATH ONTUMAIBHBINA PUTM paboTBHI,

aHAJIM3UPOBATh IPUYMHBI HEBBIIIOJIHEHUS 33/1a4;

IPUMEHATh HH(OPMALIMOHHO-KOMMYHHUKALIMOHHbIE TEXHOJIOTUH;

BECTH U HCIIOJIb30BaTh B paboTe 6a3y NaHHBIX Tele(OHHBIX KOHTAKTOB

PYKOBOJUTEIIS,;

HCI0JIb30BaTh CPEICTBA KOMMYHUKAIIMOHHOW OPITEXHUKHU JUISI TOJIYYE€HUS U

nepeaayn UHGOpMaIuH;

BECTH YUETHBIE PETUCTPAIIMOHHBIE (POPMBI, HCIIOIB30BATh UX IS

MH(POPMALMOHHOM paboThl U PabOThI O KOHTPOJIIO UCIIOJIHEHUS peLIeHUH

PYKOBOJUTEIS,

CIJIa’KUBaTh KOH(IMKTHBIE U CJIOXKHBIE CUTYallUH MEXJINYHOCTHOTO OOLICHHUS;

HCII0JIb30BaTh TEXHUYECKUE U MPOTPaMMHbIE CPECTBA JIJIsl IPOBEAECHUS FOJI0COBOM

WIN BUJIE0-KOH(EPEHI-CBSI3H;

obecrieunBaTh HHPOPMALMOHHYIO 0€30MaCHOCTh ACATEIBHOCTH OPTaHU3aIHH;

COOTIOAATDH CITYKEOHBII 3TUKET;

o(opMIISTH aBaHCOBBIE OTYETHI PYKOBOJIUTEIIS;

OpPraHU30BBIBATh BCTPEUU PYKOBOAUTENIS C IPUHUMAIOLIEH CTOPOHOH;

oopMIIATH KOMaHIUPOBOYHBIE IOKYMEHTHI,

00pabaTbIBaTh JOKYMEHTBI U MaT€pHaJIbl IO PE3yJIbTaTaM MOE3/1KH PYKOBOJUTEIIS,

obecrieunBaTh padoTy oduca BO BpeMs OTCYTCTBHS PYKOBOJUTEIIS,

IPUMEHSATH CIIOCOOBI EI0BOI0 OOILEHUS;

HCIO0JIb30BaTh CPECTBA KOMMYHUKAIIUU JUIsl 00€CTIEUEHHs] B3aUMOIEHCTBUS C

PYKOBOJUTENIEM BO BPEMS €r0 JIEJI0BON MOE3IKH;

OpPraHU30BBIBAaTh U 00ECIEUNBATh JUUYHbIE KOHTAKThl PYKOBOJUTEIIS,

YIPaBIATH KOHPINKTAMH,

YUUTBIBATh IICUXOJIOTUYECKHE OCOOEHHOCTH JIMYHOCTH MPHU Pa3IMYHBIX BUJAX

pOQEeCCHOHAIBHOTO OOIIECHMUS;

UCMOJIb30BaTh YCTAHOBJIEHHBIE IPAaBUJIA U MPOLEAYPbl KOMMYHUKALUU BHYTPU

OpraHu3aluy,

BECTH YUETHBIE PETUCTPALIMOHHBIE (POPMBI, UCIIONIB30BATh UX IS

MH(OPMaLMOHHON PabOTHI U pabOTHI [0 KOHTPOJIIO UCIIOJHEHUS pPELIeHUH

PYKOBOIMTEIS,

CO3/1aBaTh MOJIOKUTEIbHBIA UMUK OpraHU3aIHy;

IIPUHUMATh MEPBHI 110 pa3pelIeHNnI0 KOHQIIMKTHBIX CUTYaIuil;

MPUMEHSTh HH()OPMALIMOHHO-KOMMYHHUKAI[MOHHbIE TEXHOJIOTUH;

obecneunBaTh KOH(PHUIECHIIMATLHOCTh B IPUEMHON U KaOUHETe PYKOBOIUTEI,

COXpaHsATh KOH(PUIEHIUAIbHYIO0 UH(OPMAIIUIO B TallHE;

BECTU CPOKOBYIO KapTOTEKY;

BECTHU YUYETHBIE PETHUCTPALIMOHHBIE (POPMBI, UCIIOIB30BATh UX I pabOTHI IO

KOHTPOJIIO MCIIOJIHEHUS TOPYYEHUN PYKOBOIUTENS,

paboTaTh ¢ nH(popManuen Mo KOHTPOJIIO, CHCTEMAaTU3UPOBATh €€ U MPECTABIIATh B

BU/JIE CBOJHBIX IOKYMEHTOB;

HCIOJIb30BaTh CPEJICTBA KOMMYHUKAIIMH JUIS TIepeiaul OPYYEHHU N pyKOBOIUTEIS;

UCIOJIb30BaTh COBPEMEHHBIE CpeicTBa cOopa 1 00pabOTKH KOHTPOJIBLHON

uH(popMaluy,

IPUMEHATh HH(OPMAIIMOHHO-KOMMYHHUKAIIMOHHbIE TEXHOJIOTUH,

OLICHHMBATh PE3YJbTaThl B paMKaX IMOCTABJICHHBIX 33]1a4;

OCYILIECTBIIATH KOHTPOJIb NUCIIOJHEHUS TIOPYYEHUI PyKOBOJUTENS COTPYIHUKAMH;
3. 10/I3KHOCTHDBIE 00S13aHHOCTH



3.1. PaGOTHHK BBIOJHSET ACHCTBUS B paMKaX TPYIOBOH (PYHKIUH IO OKA3aHUIO TOMOIIN
PYKOBOAMTEIIO B INTAHUPOBAHUH PaOOYEro BPEMEHHU:

BbIOMpacT (OPMBI TUIAHUPOBAHHS U 0OPMIICHUE TUTaHUPOBIIHKA (OpraHaiizepa)
PYKOBOJIUTEIIS;

BHOCHUT MH(OPMAIIHIO B IUIAHUPOBILUK (OpraHaiizep);

COTJIACOBBIBAET C PYKOBOAUTENIEM BpEeMs INIAHUPYEMBIX JCHCTBHUI;

COTJTACOBBIBACT TEJICOHHBIC IEPETOBOPHI, BCTPEUH U MEPOIPHUSITHUSI C MAPTHEPAMH,
KJIMCHTaMH, PYKOBOIUTEISIMHU MTOAPA3/ICICHUI U COTPYIHUKAMHY;

UH()OPMHPYET PYKOBOJMUTENS O PETIIAMEHTE HAMEUCHHBIX MEPOTIPUSITHIH;
HPEIYNPEKIACT O MPUOITHIKCHUN BPEMEHN HAMCUCHHBIX MEPOTIPUSTHIA;
(bopmHpyeT pe3epB BpeMEHH I HEMPEABHICHHBIX CUTYalHH;

3.2. PaGOTHHK BBINIOJHSIET ACUCTBHUS B paMKax TPYIOBOH (PYHKIUH 1O TNIAHKPOBAHUIO
pabodero aHs cekperaps:

BBIOMpAeT 1 0POPMIISET IIIAHUPOBLIUK CEKPETaps;

BeJIeT JHEBHUK (Ha SJIEKTPOHHOM U (Mr) OyMaXKHOM HOCHTEJIE);
COTJIaCyeT IUIAHBI C IUNITAHAMH ¥ CPOKAMH PabOThI PYKOBOAUTEIIS;
pacnpezenser pabouce BpeMs (Ha ICHb, HEACIIO, IEPCIIEKTURY);
MEPEHOCHUT HEBBIOTHEHHBIC 3aIUIAHUPOBAHHBIC 3314 H;
BBIMOJIHSIET TUITHYHbBIC €KETHEBHBIC JIEI1a;

3.3. PaOoTHHK BBINONHSIET ACHCTBUS B paMKax TPYAOBOM (PYHKIIMH 110 OPraHU3alUN
TeJICPOHHBIX MTEPETOBOPOB PYKOBOTUTEIIS:

BesieT 0a3y TeneOHHBIX KOHTAKTOB PYKOBOAUTEIIS,

COEMHSACT PYKOBOJUTEINS C KOHKPETHBIMU a0OHEHTAMU,

TOTOBUT MaTepHaIbI 115l TeIe(OHHBIX NIEPErOBOPOB PYKOBOAUTEIIS,
PETUCTPUPYET MOCTYMAIOIINE B TPUEMHYIO Telle()OHHbBIE 3BOHKH,
NepEHANPABIIACT OT/ICIbHBIC TEIC(OHHBIC 3BOHKH 3aMECTUTEIISIM PYKOBOIUTENS U
COTpYIHHKAM,;

0JIy4yaeT HeOOXOAUMYIO HH(OPMALIMIO U NTEPEIaeT CAHKIIMOHUPOBAHHYIO
UH(OpMaLKIo 1o TeseoHy;

YCTaHABIIMBAET KOHTAKT C COOECEAHNKOM, TTOACP)KUBAET M Pa3BUBAET JICIOBYIO
Oeceny B mpolecce Telae(OHHBIX IEPErOBOPOB;

OKa3bIBaET IMMOMOIIb PYKOBOJIUTEIIO IIPY OPTaHU3AIMH U TIPOBEICHUH TeJIe()OHHBIX
NIEpEeroBOPOB U BUIEOKOH(DEepeHIni;

3.4. PaGOTHMK BBINIOJHSIET ACHCTBHS B paMKax TPy10BOH (YHKIMH 110 OpraHU3aluu
KOMaHJAUPOBOK PYKOBOJIUTEIS:

TOTOBUT MPOCKT CITY>KEOHOTO 3a/IaHUsT PYKOBOJIUTEIIS,

TOTOBUT MPOEKT MPHUKa3a 0 CIy:KeOHOM KOMaHIUPOBKE;

odopmIIIeT KOMaHAMPOBOYHOE YIOCTOBEPEHUE M PETHCTPUPYET €TI0 MIPH
HEOOXOIUMOCTH;

TOTOBUT JIOKYMEHTHI Ha IMOJTYYCHHUE BU3BI, 3arPaHUIHOTO MACIIOPTa,
3aKa3bIBAeT JKEIE3HOJOPOKHBIE U aBUAOUIIEThI, TOCTUHUIIBI, TPAHCIIOPTHOE
obecrieueHrne pyKOBOIUTEIIS;

odopmIIeT IporpaMMy MOE3/IKH, YTOUHIET 0COOCHHOCTH MPOTOKOJIA MIAaHUPYEMBIX
MEPOIIPHUSTHH;

TOTOBUT JIOKYMEHTHI K TIO€3/IKE PYKOBOIUTEIS;

YTOYHSIET JIaTy, JODKHOCTH, (haMHITUU B TIpOTpaMMe KOMaHTUPOBKH;



e MpopalaThIBACT MapLIPYT PYKOBOJUTENS, YBSI3bIBAET €0 C paclucaHueM
TPAHCIIOPTA;
e 00pabaTbIBaeT MaTepranbl KOMaHAUPOBKH, OPOPMIISIET OTYET O KOMAHAUPOBKE;

3.5. PaGOTHHK BBHITIOJIHSIET IEHCTBHS B paMKax TPYAOBOM (PYHKITMU TTO OpraHU3aIiiy paboThI
C MOCETUTEIISIMU B IPUEMHOM PYKOBOIUTEIIS:
e OpraHu3yeT JIMYHBIA MIPHUEM MTOCETUTENCH PYKOBOIUTEIIEM,;
e yCTaHABJIMBAET MOPSIOK MPUEMA ISl PA3TUYHBIX KaTETOPHI MOCETUTENEH;
e BEJET XKYypHAJI IPEIBAPUTENLHOI 3aICH HA IPUEM;
e PETUCTPUPYET MTOCETUTEINEH;
e COJCICTBYET ONEPaTUBHOMY PAaCCMOTPEHUIO MPOCKO U MPEAIOKEHUI MoceTUTeNe
U COTPYIHUKOB OpraHU3alluy,
e OpraHu3yeT MPHUEM JICTIOBBIX MApTHEPOB B OHCE;
e OpraHu3yeT 0OCITYXKMBAHUS PYKOBOJHUTENS U €T0 JICIOBBIX MIAPTHEPOB B oduce;
e cepBHpYeT YaiiHbli (KOdelHbIiH) cTOa B 0duce;
e TIPUHHUMAET MEPHI 110 COXPAHEHUIO KOMMEPUECKOM TaiiHBI B X0JI€ MprUeMa
MOCETUTENEH U UX HaXOXKJACHUS B IPUEMHON U KaOMHETE PYKOBOAUTEIIS.
3.6. PaGoTHHK BBITIOHSIET ACHCTBHS B paMKax TPYIOBOH (YHKIIMH 110 OpraHU3aIUN
WCIIOJIHEHUS PEUICHHH, OCYIIECTBIEHUE KOHTPOJIS UCIIOIHEHUS TOPYYEHUI PYKOBOTUTEIA:
e JIOKYMEHTAJIHHO O(hOpMIISIET pelIeHHus PyKOBOJUTEIIS,
e JIOBOJUT O CBEACHHs paOOTHUKOB OpraHU3AIMH PACTIOPSKEHUI PYKOBOIUTEIIS;
e KOOPIMHHUPYET ACSATEIHLHOCTH 110 UCIIOJIHEHHUIO PEIICHUH PYKOBOIUTEIIS,
e BEJIET CPOKOBOI TEKYIINH U MPEAYIPEIUTEIbHBIN KOHTPOIIb;
e TPOBEPSIET UCTIOJHEHUE MOPYUCHUH PYKOBOIUTENS B YCTAHOBICHHBIN CPOK;
e TMPEAYNPEKIACT COTPYAHUKOB 00 UCTEUECHUH CPOKA UCTIOHEHUS MOPYUYCHUN
PYKOBOJIUTEIIS,
e (UKCHUPYET UCIIOTHEHHUE MTOPYICHUH;
e COCTaBJISIET OTYETHI U AHATMTHYECKUE CIIPABKH O BHIIIOJHEHUN IOPYYCHUH H
pelIeHuit PyKOBOIUTES.

C MODKHOCTHOM MHCTPYKITUEH 03HAKOMIICH(a)
Ha pyku BTOpoO#i 3K3eMIUTSp TOKHOCTHOM HHCTPYKIIMU TOTy4ui(a)

(moamucs) (®.1.0.)

(mata)
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